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Friends’ School Lisburn 

 

Vice-Principal 
Required for November 2019 

 

General Information 

 

Friends’ School Lisburn is a co-educational, voluntary grammar school, founded by the Religious 

Society of Friends in 1774. There are 990 pupils in the grammar school and a further 180 in the 

Preparatory Department and Pre-Prep. Friends’ School seeks to offer each of its pupils opportunity 

and excellence through the taught curriculum and through a wide range of extra-curricular activities. 

Pastoral care underpins all of the work done in School, and academic standards are high.  

 

Friends’ is one of eight Quaker schools in Britain and Ireland and shares a common heritage with 

each of them. Inherent in the School’s ethos is a strong commitment to care for the individual and 

an emphasis on service, tolerance and mutual respect. The Quaker practice of silent worship is 

retained at the end of morning assemblies, and this gives those present the opportunity to reflect 

and gain a fresh perspective on daily life. 

 

The School is heavily oversubscribed for entry into Year 8. Friends’ is part of the group of schools 

using the AQE admissions tests and, in recent years, has been oversubscribed in the Band 106-110. 

 

The Leadership Team at Friends’ School currently consists of the Principal, two Vice-Principals, four 

Senior Teachers and the Bursar. The Leadership Team meets weekly. Work is centred on the three 

priorities of the School’s Development Plan: 

 

1. Developing Leadership 

2. Enhancing Provision 

3. Improving Outcomes 

 

There is a clear focus on school improvement through learning and teaching, and members of the 

Leadership team work closely together to ensure that there are strong curricular and pastoral links 

in all areas of school life. Vice-Principals have a key role to play in defining strategy and leading 

change. 

 

The terms and conditions of service are as set down in the amended 1987 Terms and Conditions of 

Service Agreement. 

 

The Vice-Principal range for this post is L18 to L22 on the Leadership Scale. 
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Job Description 

 

Vice-Principals are directly responsible to the Board of Governors through the Principal for the 

efficient and effective discharge of the responsibilities attached to the post. 

 

1. General Responsibilities of Vice-Principals 

 

Vice-Principals are expected to: 

 assist the Principal in leading strategic planning; 

 oversee the implementation of the School Development Plan and associated action plans; 

 monitor and evaluate the progress made towards achieving the priorities set down; 

 attend regular meetings of the Leadership Team; 

 share the vision and aims of the Leadership Team with staff, pupils and parents; 

 manage staff and resources to achieve the School’s aims and objectives; 

 promote the ethos of Friends’ School; 

 encourage good staff relationships and ensure that there are effective channels of 

communication in School; 

 establish school policies and procedures and keep them under review, in conjunction with 

the Board of Governors; 

 assist the Principal in recruitment and in internal appointments; 

 share responsibility for pupil applications to Higher Education and employment, and the 

provision of references for pupils; 

 take assemblies; 

 actively support the School’s extra-curricular programme; 

 assist at School functions, including concerts and drama productions; 

 take Saturday morning detention on a rota basis; 

 assist with arrangements for AQE and admissions, as required; 

 promote cohesion in the School community in accordance with the School’s aims and 

objectives; 

 assume a leading role in INSET and on Staff Development Days; 

 facilitate the sharing of good practice in School; 

 undertake CPD as appropriate; 

 develop links with the ALC, feeder schools and outside organisations; 

 foster good relationships with the PTA and Old Scholars; 

 deputise for the Principal as required. 

 

Vice-Principals are also expected to teach in their specialist area, with a timetable which will equate 

to approximately 30% of a normal teaching load. 
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2. Specific responsibilities for this post 

 

Specific responsibilities will be finalised after appointment. In addition to the general responsibilities 

outlined above, the person appointed will take on one of the following two roles, and will be 

expected to have the flexibility, as well as the necessary skills and expertise, to work in either role. 

 

Role A: Vice-Principal with responsibility for the Curriculum 

 

The person appointed will: 

 promote high standards of learning and teaching and pupil attainment throughout the 

School; 

 oversee curricular provision, ensuring that the range of subjects offered meets the needs of 

pupils and satisfies statutory requirements; 

 chair meetings of the Heads of Department; 

 support and monitor the work of subject departments; 

 keep abreast of developments in educational research and share responsibility for 

disseminating this to teaching colleagues; 

 work with the Coordinators of Literacy, Numeracy and ICT on the implementation of whole-

school strategies and policies; 

 coordinate subject choice at GCSE and A-level; 

 organise subject allocation in departments and oversee the work of the timetabling team; 

 take responsibility for arrangements for assessment and reporting; 

 oversee Shared Education and International Links, including links with other Quaker Schools 

and with partner schools abroad; 

 coordinate applications for awards. 

 

Role B: Vice-Principal with responsibility for Pastoral Care 

 

The person appointed will: 

 promote high standards of conduct and behaviour amongst all pupils; 

 oversee the welfare of all members of the school community; 

 be the Designated or Deputy Designated Teacher for Safeguarding; 

 take overall responsibility for home/ school liaison; 

 manage, monitor and review the pastoral care system; 

 chair meetings of the Pastoral Team; 

 support and monitor the work of Year Teachers, Collect Teams, the SENCO and the School 

Nurse; 

 liaise with the School counsellors and other outside agencies as required; 

 oversee provision for CEIAG and LLW; 

 oversee attendance procedures; 

 take charge of discipline and investigation of incidents; 

 coordinate the calendar of School events; 

 produce the annual staff manual; 

 organise staff and student teacher induction; 

 be C2K Manager, and oversee the use of the School’s MIS; 

 take responsibility for the collation of data and for statistical returns; 

 oversee the School’s CPD and PRSD programmes. 
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Personnel Specification 

 

1. Essential 
 
1.1 
1.2 
1.3 
 
1.4 
 
1.5 
 
1.6 
1.7 
1.8 
 
1.9 
1.10 
1.11 
 
1.12 
1.13 
1.14 
1.15 

1st or 2nd Class Honours Degree; 
Recognition as a qualified teacher by the Department of Education (NI); 
Minimum of ten years’ teaching experience in a post-primary school with a Sixth 
Form offering a full range of GCSE and A-level subjects within the last 15 years; 
At least three years’ experience in post(s) with whole school responsibility in pastoral 
or curricular areas; 
Evidence of leadership qualities through responsibility for the work of a team in 
school; 
Evidence of involvement in School Development Planning; 
A record of high standards in teaching up to and including GCE Advanced Level; 
Evidence of experience at departmental or whole school level in promoting high 
standards in learning and teaching; 
Knowledge of current educational issues; 
Evidence of the ability to communicate effectively with pupils, staff and parents; 
Excellent organisational skills with a demonstrable ability to prioritise complex tasks 
and develop and sustain the work of a diverse team: 
Evidence of experience in the delivery of effective Pastoral Care; 
Evidence of commitment to extra-curricular activities within school; 
The ability to work productively and harmoniously with others; 
Energy, enthusiasm and the ability to cope effectively with the demands of a senior 
management post. 
 

 
2. Desirable 
 
2.1 
 
2.2 
2.3 

Current experience as a member of a Leadership / Senior Management Team in a 
post-primary school with a Sixth Form; 
Experience and knowledge of the use of MIS; 
A relevant postgraduate qualification in education, including PQH or equivalent. 
 

 

 

Candidates should be aware that the criteria may be enhanced to produce a manageable shortlist 

for interview. 
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Recruitment Process 

 

Applications should be made using the application form provided, which should not be altered in 

length.  No continuation sheets are to be used, and no additional material or curriculum vitae will be 

considered. Each candidate is responsible for ensuring that the information given is complete and 

accurate, and should be aware that any of the criteria may be enhanced to produce a manageable 

shortlist. 

 

Completed application forms should be returned to: 

 

The Principal, 

Friends’ School, 

6 Magheralave Road, 

Lisburn BT28 3BH 

 

or emailed as an attachment to areddock920@c2kni.net by 4pm on Tuesday 4 June 2019. All 

applications will be acknowledged on receipt, and late application forms will not be accepted. 

 

Shortlisting for interview 

 

There will be an opportunity for shortlisted candidates to visit the School on the afternoon of Friday 

14 June. It is anticipated that shortlisted candidates will be invited for an initial interview in the week 

beginning 17 June, with a second interview for successful candidates (if required) scheduled as soon 

as possible thereafter. Please note that we will communicate with candidates via email to 

acknowledge applications and to provide information about interviews. 

 

 

 

Posts involving work with children and young people in educational establishments are subject to the 

provisions of the Safeguarding Vulnerable Groups (NI) Order 2007. 

 

On taking up the post, the applicant must be a registered teacher with the GTCNI. 

 

Where an offer of employment is made on or after 1 April 2011, the individual offered the post will be 

expected to meet the cost of the Disclosure Certificate. 
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